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Appointment Change to Change Employee Sub-group PA40 
 

Change History 

Update the following table as necessary when this document is changed: 

Date Name Change Description 

5/2/2005 Chylynn Hansel Draft 

5/31/05 Teresa Dillon SME Review 

9/30/05 Chylynn Hansel Edits 

10/3/05 Teresa Dillon SME Review 

 Heather Hanson Training Review 

10/11/2005 Ned Bedinger Update with review comments. 

7/23/06 Chylynn Hansel Edits 
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Purpose 

Use this procedure to change an employee’s Employee subgroup to hourly when the 
position’s Employee subgroup is set to monthly or change the Employee subgroup to 
monthly when the position’s Employee subgroup is set to hourly. 

Trigger 

Perform this procedure to change an employee’s Employee subgroup to hourly when the 
position’s Employee subgroup is set to monthly or Employee subgroup to monthly when the 
position’s Employee subgroup is set to hourly. 

Prerequisites 

 The Employee subgroup of a position is set to monthly and employee who is in the 
position is to be compensated at an hourly rate or the position is set to hourly and the 
employee is to be compensated at a monthly rate. 

 Prior to performing this procedure: 

 Write down the employee’s Next Increase Date on Basic Pay infotype (0008). 

 The appointment change will take out the employee’s next increase date. 

 During this procedure insert the correct Next Increase Date in the Next 
Increase Date field on Basic Pay infotype (0008). 

Menu Path 

Human Resources  Personnel Management  Administration  HR Master Data  
Personnel Actions 

Transaction Code 

PA40  

Helpful Hints 

In this scenario the employee subgroup will change from monthly to hourly. 

The system may display three types of messages at various points in the process. The 
messages you see may differ from those shown on screen shots in this procedure. The types 
of messages and responses are shown below: 

Message Type Description 

Error 

 

Example:  Make an entry in all required fields. 

Action: Fix the problem(s) and then click  (Enter) to proceed. 
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Message Type Description 

Warning 

 

Example:  Record valid from xx/xx/xxxx to 12/31/9999 delimited at end. 

Action: If an action is required, perform the action. Otherwise, click  

 (Enter) to proceed. 

Confirmation 

 or  

Example:   Save your entries. 

Action: Perform the required action to proceed. 

 

Related Procedure: 

None
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Procedure 

1. Start the transaction using the above menu path or transaction code PA40. 

Personnel Actions 

 

 

2. Complete the following fields: 

Field Name R/O/C Description 

Personnel no. R The employee’s unique, identifying number. 

Example: 20000764 

From R The effective date of the appointment change. 

Example: 11/16/2005 

 

3. Click the gray box to the left of  to select. 
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4. Click  (Execute) to execute the action. 

Copy Actions (0000) 

 

 

5. Complete the following fields: 

Field Name R/O/C Description 

Reason for Action R The Reason for Action. 

Example: Change in EE Subgroup 

 

6. Click  (Matchcode) to open the selection list. 
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Reason for Action (1)   47 Entries Found 

 

 

7. Click  . 

8. Click  (Copy) to accept. 
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Copy Actions (0000) 

 

 

9. In the Organizational assignment group, in the Employee subgroup field, click  

(Matchcode) to open the selection list: 
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Employee subgroup (1)    9 Entries Found 

 

10. Click to select the appropriate subgroup. 

Example:  

11. Click  (Copy) to accept. 
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Copy Actions (0000) 

 

 

12. Click  (Enter) to validate the information. 
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Copy Actions (0000) 

 

13. Click  (Save) to save. 
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Copy Organizational Assignment (0001) 

 

14. Perform one of the following: 

If Go To 

The Contract Group is not correct Step 15 

The Contract Group is correct Step 17 

15. In the Personnel structure group, in the Contract field, click  (Dropdown) and select the 

type of contract from the drop-down list.  

Example: Probation  
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Copy Organizational Assignment (0001) 

 

 

16. Click  (Enter) to validate the information. 

17. Click  (Save) to save. 



 
 

Title: Appointment Change to Change Employee Sub-
group 

Processes :  
Sub-Processes :  

HRMS Training Documents 

 

State of Washington HRMS 

File name: 

APPT_CHANGE_EESUBGROUP.D
OC 
Reference Number:  

Version: SME Approved Script 
Last Modified: 12/19/2008 11:30:00 AM 

SAP Parent 
Page 13 / 22 

 

Change Contract Elements (0016) 

 

 

 This infotype should be correct from the employee’s original appointment or trial 
service appointment. 

18. Click  (Enter) to validate the information. 

19. Click  (Save) to save. 
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Create Planned Working Time (0007) 

 

 

20. Perform one of the following: 

If Go To 

The Work Schedule Rule and Time Mgmt Status are not correct Step 22 

The Work Schedule Rule and Time Mgmt Status are correct Step 27 
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Create Planned Working Time (0007) 

 

 

21. Complete the following fields: 

Field Name R/O/C Description 

Work schedule rule R The Work schedule rule. 

Example: R030 

 

22. Click  (Matchcode) to open the selection list. 
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Restrict Value Range (1)   52 Entries Found 
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23. Click . 

24. Click  (Copy) to accept. 

Create Planned Working Time (0007) 

 

 

25. Click  (Dropdown) to select from the drop-down list. 

 Example: 1 - Time evaluation of actual times 

26. Click  (Enter) to validate the information. 

27. Click  (Save) to save. 
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Copy Date Specifications (0041) 

 

 

28. Click  (Enter) to validate the information. 

29. Click  (Save) to save. 
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Create Basic Pay (0008) 

 

 

 The employee’s pay will change from monthly to hourly when the employee subgroup 

is changed on action Infotype (0000). 

30. In the Pay scale group, in the Reason field, click  (Matchcode) to open the selection list (to 

activate the next increase date). 
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Reason for Changing Master Data (1)   22 Entries Found 

 

 

31. Click the appropriate reason to select. 

Example:  

32. Click  (Copy) to accept. 
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Create Basic Pay (0008) 

 

 

33. In the Next increase field, enter the date for the next scheduled pay increase 

 Example: 04/01/2006 

34. Click   (Enter) to validate the information. 
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Create Basic Pay (0008) 

 

 

35. Click  (Enter) to validate the information. 

36. Click  (Save) to save. 

37. You have completed this transaction. 

Result 

You have changed the Employee subgroup of an employee to hourly when the position’s 
Employee subgroup is set to monthly or change the Employee subgroup to monthly when 
the position’s Employee subgroup is set to hourly. 

Comments 


